Creating 

This tutorial is designed to help 
you learn about some of Excel’s 
features that are slightly beyond 
the basics. You are going to 
design a timesheet entry system 
that allows you to allocate times 
worked against various sub- 
projects. This often happens 
when, say, maintenance 
programmers are working on a 
number of different jobs during 
the week, or when field staff of 
road maintenance organisations 
or utility companies spend time 
on different jobs for different 
clients. 

In these circumstances you 
want to cost their labour to 
different centres. 

GETTING STARTED 

1 Start Excel and enter the 
following labels into cells A1 to 
El: 

Project Date Start Stop Hours j 

Each of your sub-project 
numbers starts with the code 
‘PR-’. Now, you don’t want to 
have to type this code each 
time; you simply want to enter 
the number part and have the 
code displayed correctly. You 
can do this with a number 
format. 

2 Click in A2, then from the 
Format menu choose Cells. 

3 From the Category list choose 
Custom. 

4 Click in the Type box and delete 
the text that’s already there 
(General). 

5 Type: 

"PR-”0 

The dialog looks like Figure 1. 

6 Choose OK. 

The format you have just 
created describes how to format 
numbers entered in the cell. It 
means that if you type a number 
it will be formatted with the 
prefix ‘PR-’. 

7 In B2, use the Format Cells 


a timesheet in Excel 95 



4 Enter this data: 


Project 

236 


Date 

12/2/96 

12/2/96 

13/2/96 

13/2/96 

14/2/96 

15/2/96 

16/2/96 

16/2/96 


14:00 

8:30 

10:45 


Stop 

14:00 

17:00 

10:45 

17:00 

17:00 

17:00 

9:30 

17:00 


command again to choose the 
date format d-mmm-yy (select 
the sample 04-Mar-95). 

8 Select cells C2 to E2. Choose 
Format, then Cells again, and 
this time choose the time 
format h:mm (select the sample 
13:30). 

9 In E2 enter the formula: 

=D2-C2 

You should see the result 
‘0:00’. 

You are now ready to start 
entering data 

ENTERING DATA 

We have not defined a database 
as yet This is not a problem as 
Excel can automatically detect 
the structure and create a form 
for data entry. 

1 Click anywhere in the second 
row from A2 to E2. 

2 From the Data menu choose 
Form. A message may appear, 
to warn you that no header was 
detected. 

3 If the message is displayed 
choose OK 



A data entry form like this 


FIGURE 2 


Remember to press tab to 
move from field to field and 
press enter to move to the next 
record. 

You can enter the dates as, 
say, 13/2 and the formatting will 
take care of the year. Make sure, 
when you enter the time, that 
you enter the hours and minutes 
and the colon (e.g. 8:00 not 8). 

Notice also, after you 
enter the second record, that 
the formatting is carried down 
as you enter the data, even 
though you formatted only the 
blank cells in the first row. 

5 When you have entered the data 
choose Close to close the form. 

You now want to extract 
data from this data set. lb do 
this you are going to use some 
database functions, but as yet 
you have not defined the range 
to be a database. 

DEFINING THE 
DATABASE 

1 Click somewhere in the data 
you have just entered. 

2 Tb select all the cells, hold 
down Ctrl, then on the numeric 
keypad press *. 

Or Click on A1 and then hold down 
the shift key and click on E9. 

The data is selected. You are 
going to give this range the 
name Database. You could do 
this by choosing Insert, Name, 
Define, but we’ll take a shortcut. 

3 Click in the Name box on the 
left side of the Formula Bar (see 
Figure 3). 
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FrontPage 

FrontPage is the exciting new 
package that allows you to 
create pages for the World Wide 
Web without having to dirty 
your hands with html code. No 
longer do you have to learn 
arcane codes to produce snap¬ 
py Web pages. Simply start up 
FrontPage and use the Editor 
just as you use Microsoft Word! 

Here are some hints to 
make you more productive. 

OPENING A PAGE 
FROM FRONTPAGE 
EXPLORER 

When you are in the Link View 
of FrontPage Explorer you can 
open a page in the FrontPage 
Editor quickly by double¬ 
clicking on the page you want 
to open. Or you can select the 
required page, then hold down 
Ctrl and press the letter O. 

Alternatively, right-click on 
the page and choose Open from 
the pop-up menu. 

FINISHING A 
NUMBERED LIST 

When you are creating a num¬ 
bered list in the FrontPage 
Editor, a quick way of stopping 
the numbering is to hold down 
the Ctrl key and press end. 

DETERMINING THE 
URL OF A PAGE 

To determine the URL of a page 
in the FrontPage Explorer, 


simply click on the page with 
the right mouse button and then 
choose Properties. The URL is 
displayed in the Properties 
dialog box: 




TESTING A LINK IN 
THE FRONTPAGE 
EDITOR 

If you have created a link to a 
different part of a page, or to 
another page while you are in 
the FrontPage Editor, you can 
easily test that the link works. 

Simply hold down the CTRL 
key and click on the link. It 
should immediately jump to the 
other page. 

NAVIGATING 
BETWEEN PAGES IN 
FRONTPAGE EDITOR 

If you are editing a number of 
pages in the FrontPage Editor 
and need to switch back to the 
previous page, simply hold 
down alt and press . 

To move forward to the 
next page hold down alt and 
press 
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Creating 

This tutorial is designed to help 
you leam about some of Excel’s 
features that are slightly beyond 
the basics. You are going to 
design a timesheet entry system 
that allows you to allocate times 
worked against various sub- 
projects. This often happens 
when, say, maintenance 
programmers are working on a 
number of different jobs during 
the week, or when field staff of 
road maintenance organisations 
or utility companies spend time 
on different jobs for different 
clients. 

In these circumstances you 
want to cost their labour to 
different centres. 

GETTING STARTED 

1 Start Excel and enter the 
following labels into cells A1 to 
El: 

Project Date: Start Stop Hours j 

Each of your sub-project 
numbers starts with the code 
‘PR-’. Now, you don’t want to 
have to type this code each 
time; you simply want to enter 
the number part and have the 
code displayed correctly. You 
can do this with a number 
format 

2 Click in A2, then from the 
Format menu choose Cells. 

3 From the Category list choose 
Custom. 

4 Click in the 1type box and delete 
the text that’s already there 
(General). 

6 Type: 

"PR-"# 

The dialog looks like Figure 1. 

6 Choose OK. 

The format you have just 
created describes how to format 
numbers entered in the cell. It 
means that if you type a number 
it will be formatted with the 
prefix ‘PR-’. 

7 In B2, use the Format Cells 


a timesheet in Excel 95 



date format d-mmm-yy (select 
the sample 04-Mar-95). 

8 Select cells C2 to E2. Choose 
Format, then Cells again, and 
this time choose the time 
format h:mm (select the sample 
13:30). 

9 In E2 enter the formula: 

=D2-C2 

You should see the result 
‘0:00’. 

You are now ready to start 
entering data 

ENTERING DATA 

We have not defined a database 
as yet This is not a problem as 
Excel can automatically detect 
the structure and create a form 
for data entry. 

1 Click anywhere in the second 
row from A2 to E2. 

2 From the Data menu choose 


press enter to move to the next 
record. 

You can enter the dates as, 
say, 13/2 and the formatting will 
take care of the year. Make sure, 
when you enter the time, that 
you enter the hours and minutes 
and the colon (e.g. 8:00 not 8). 

Notice also, after you 
enter the second record, that 
the formatting is carried down 
as you enter the data, even 
though you formatted only the 
blank cells in the first row. 

5 When you have entered the data 
choose Close to close the form. 

You now want to extract 
data from this dataset. To do 
this you are going to use some 
database functions, but as yet 
you have not defined the range 
to be a database. 


Form. A message may appear, 
to warn you that no header was 
detected. 

3 If the message is displayed 
choose OK 

A data entry form like this 
appears: 



FIGURE 2 


DEFINING THE 
DATABASE 

1 Click somewhere in the data 
you have just entered. 

2 To select all the cells, hold 
down CTRL, then on the numeric 
keypad press*. 

Or Click on A1 and then hold down 
the shift key and click on E9. 

The data is selected. You are 
going to give this range the 
name Database. You could do 
this by choosing Insert, Name, 
Define, but well take a shortcut 

3 Click in the Name box on the 
left side of the Formula Bar (see 
Figure 3). 
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Click here 



FIGURE 3 


4 Type Database then press 

ENTER. 

You are now going to test 
that this has worked correctly. 

5 Click on G3 (or anywhere 
outside the database) then press 
F5 (or choose Go To from the 
Edit menu). 

The Go To dialog box is 
displayed. 

6 Click on Database, then choose 
OK 

If the range is highlighted 
and the name Database is 
displayed in the Name box, then 
you have defined it correctly. 

Now you are going to work 
out how many hours have been 
charged to each project To do 
this you are going to use a 
PivotTable because that is the 
simplest and most efficient way 
of classifying data from 
databases. 

CLASSIFYING THE 
DATA 

1 From the Data menu choose 
PivotTable. 

The PivotTable Wizard 
starts. 

2 Choose Microsoft Excel List or 
Database and then choose Next 

3 At Step 2 the range Database 
will be chosen automatically, so 
simply choose Next 

4 At Step 3 click and drag Project 
into the Row area and Hours 
into the Data area 

Check to see if the button 
that appears in the Data area 
reads ‘Count of Hours’. If it 
does, then it is going to count 
the number of occurrences 
rather than total the hours. The 


dialog box looks like this: 



5 Double-click on Count of Hours. 

The PivotTable Field dialog 
box is displayed. 

6 Choose Sum, then choose OK 

The button should now read 
‘Sum of Hours’. 

7 Choose Next 

Step 4 of the wizard is now 
displayed. 

8 In the PivotTable Starting Cell 
field, type G1 (or click on Gl). 

9 Choose Finish. 

A PivotTable is displayed, 
but the numbers look strange. 
For example, Project 236 has 
0.9375 hours. 

10 From the Data menu choose 
PivotTable Field. 

The PivotTable Field dialog 
box is displayed again. 

11 Click on the Number button. 

12 Click on Time in the Category 
list and then choose the h:mm 
format (the sample is 13:30). 

13 Choose OK twice to return to 
the sheet 

Notice that the total hours 


now look strange: 



FIGURE 5 


Project 236 has 22:30 hours 
booked, which is correct, but 
the Grand Total at the bottom of 
the table is 20 hours. This is 
because this format works on a 


24-hour clock. We need to 
format it slightly differently. 

14 Click somewhere in the Total 
column. From the Data menu 
choose PivotTable Field again. 
(Alternatively, right-click in the 
column and then choose Pivot¬ 
Table field from the menu.) 

15 Choose Number, then choose 
Custom. 

16 Choose the special format 
[h]:mm:ss. 

17 In the Type field delete the :ss as 
you do not want to display 
seconds. 

18 Choose OK twice to return to 
the PivotTable. 

Notice that the Grand Total 
is now displayed. This format 
displays the accumulated hours, 
not the hours on a 24-hour 
basis. 


ADDING MORE DATA 

You are now going to look at 
one more aspect. 


from the Data menu choose 
Form. 

2 Click on New, then enter the 
following data: 

236 19/2 8:00 17:00 

3 Press enter, then choose Close. 

Notice now that the new 
data has been appended as the 
last row of the database, but the 
figures in the PivotTable have 
not changed. 

4 Click in the PivotTable, then 
from the Data menu choose 
Refresh Data 

Now the new figures are 
displayed. 


CONCLUSION 

This tutorial has provided some 
ideas for entering and analysing 
data Combining PivotTables 
with databases gives you the 
ability to enter data easily and to 
analyse it as weft Experiment 
with similar ideas yourself. 
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Hints for form in Access 


ACCESS 2 OR 95 - 
MAXIMISING FORMS 

If you have created a complex 
form in Access it is often useful 
to display the form maximised 
whenever it is opened. This 
brief hint explains how to set 
that up. 

1 Open the form in Design view. 

2 Right-click on the Title Bar, then 
choose Properties from the pop¬ 
up menu. 

3 Select the Event tab, then click 
in the On Open event field. 

4 Click on the Build button on the 



right side of the field (the button 
with three dots). 

The Choose Builder dialog 
box is displayed: 


5 Choose Macro Builder, then 
choose OK. 

The Save As dialog box is 
displayed. 

6 Type the name MakeLarge 
then choose OK. 

The Macro window is 
displayed with the cursor in the 
first field in the Action column. 

7 Type the letter M and the 
command Maximize appears. 

8 Close the window. 

You are asked if you want to 
save the design of the macro. 

9 Choose Yes. 

You are returned to the 
Properties dialog box and the 
name of your macro appears in 
the On Open event field. 

10 Close the Properties dialog box, 
then close the form. 

11 When you are asked if you want 
to save the changes to the 
design of the form, choose Yes. 
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12 Now open the form and it 
should automatically be 
maximised. 

ACCESS 95 - 
SWITCHING BETWEEN 
FORMS 

In the NorthWind database there 
are several forms with buttons 
that allow you to switch from 
one form to another very easily. 
In this tutorial you will use the 
Command Button Wizard to 
create a button for looking up a 
product and immediately 
switching to inspect the details 
of the product’s supplier. 

1 Load the Northwind.mdb data¬ 
base from the Samples sub¬ 
directory of the Access 
directory. 

2 Switch to the Forms tab, then 
click on the Products form, and 
then choose Design. 

3 Make sure that the Toolbox is 
displayed. If it is not, from the 
View menu choose Toolbox. 

4 Click on the Command button, 
then drag a button just below 
and to the right of the Quantity 
Per Unit field. 

The Command Button 


Wizard is displayed: 



5 From the Categories list choose 
Form Operations and in the 
Actions list choose Open Form 
Choose Next 

6 Choose the Suppliers form, then 
choose Next 

7 At the next screen choose the 
‘Open the form and find specific 
data to display’ option. 

You now need to tell Access 
how to relate the data from the 


current form to the form you are 
going to display. The linking 
field will be the Supplier ID. 

8 In both the Products and 
Suppliers lists choose Supplier 
ID, then click on this button: 



Now choose Next 

9 At the new screen choose Text, 
change the title from Open Form 
to Suppliers, then choose Next 

10 Change the underlying name of 
the field to cmdSupplier then 
choose Finish. 

11 From the View menu choose 
form. 

You have finished designing 
the form and are ready to test it 

12 Use the navigation keys at the 
bottom of the window to display 
the product Aniseed Syrup. 

Click on the Suppliers button. 

The details of the supplier 
of the product are displayed in a 
different form. 

You can look at the code 
generated by the wizard to 
make this possible. 

13 Close the Supplier form, and if 
requested, confirm that you 
want to save the changes to the 
Products form. 

14 Redisplay the Products form 

15 From the View menu choose 
Design. 

16 Right-click on the button you 
created, then from the pop-up 
menu choose Properties. 

17 Scroll down until you can see 
the field for the On Click event. 

18 Click in this field, then click on 
the Build button. 

You can now see the code 
that was created as a result of 
running the wizard. If you 
inspect this code closely you 
will see how the action is 
carried out. This is a good way 
to introduce yourself to the 
mysteries of programming in 
Visual Basic for Applications! 












Quick hints for Works 95 


CREATING TEXT 
SHORTCUTS WITH 
EASY TEXT 

Easy Text is a new feature in 
Works 95. It enables you to use 
shortcuts for inserting frequent¬ 
ly used text, like ‘Yours sincere¬ 
ly’ followed by your name and 
position title, for example. 
Here’s how to create an Easy 
Text entry to close your letters: 

1 Move the insertion point to 
where you want to insert your 
Easy Text entry. 

2 From the Insert menu choose 
Easy Text, then choose New 
Easy Text. 

The New Easy Text dialog 
box appears. 

3 Type the shortcut name for your 
Easy Text entry. It could be your 
first name, or an abbreviation of 
it. The example below shows 
the name ‘anna’. 

4 In the Easy Text Contents box 
type your Easy Text entry. You 
can press enter to start a new 
paragraph within the box. The 
example below shows ‘Yours 
sincerely’ followed by some 
empty paragraphs (to leave 
room for a signature), then a 
name and position title: 



5 Click on Done. 

INSERTING YOUR EASY 
TEXT ENTRY 

1 Move the insertion point to 
where you want to insert the 
Easy Text entry. 

2 From the Insert menu choose 


Your Easy Text entries are 
listed in the Easy Text menu. 

3 Click on the one you want to use. 

The text is inserted in your 
document 

Up: To insert Easy Text quickly, type the 
shortcut name and then press F3. 

KEEP YOUR PLACE 
WITH A BOOKMARK 

You can use Bookmarks to 
create hidden markers (less 
unsightly than dog-eared pages). 
You can move to your chosen 
bookmark instantly, finding your 
way around a long document 
more efficiently. 

1 Move the insertion point to 
where you want to insert a 
bookmark (for example, in front 
of a heading). 

2 From the Edit menu choose 
Bookmark. 


The Bookmark Name dialog 
box appears: 



3 In the Name box, type a name 
for your bookmark. 

Later, you will be able to 
return to this location by 
selecting this name from your 
list of bookmarks. 

4 Click on OK 

Your bookmark isn’t visible 
in the document, but it is there 
nevertheless. 

FINDING YOUR PLACE 
USING A BOOKMARK 

1 Move to the top of the 
document (or anywhere that is 
distant from your bookmark). 

2 From the Edit menu choose Go 
To. 


appears, showing a list of your 
bookmarks. 

3 Double-click on the name of the 
bookmark you want to go to. 

Works jumps to the location 
of the bookmark. 

Tip: A quick way to display the Go To 
dialog box is to press F5. 

Note: These hints are from 
Running Microsoft Works for 
Windows 95 by Neil J. Salkind, 
published by Microsoft Press, 
Redmond, USA, 1995. Microsoft 
Press books are available from 
booksellers nationally. 


Setting the startup 
mewinSchedute+ 

Do you have the problem that 
Schedule+ starts up in the 
daily view and you prefer the 
monthly view? Or do you like 
to have the To Do list avail¬ 
able but it is not one of the 
tabs you can see? 

Well, tailoring Schedule+ 
is very easy. Here’s how: 

From the View menu 
choose Tab Gallery. (Or click 
on any of the existing tabs 
with the right mouse button 
and then choose Tab Gallery.) 

The Tab Gallery dialog 
box appears. 

If there are any tabs that 
you don’t want to appear, 
click on them in the ‘Show 
these tabs’ list and then 
choose Remove. 

To choose the tab that 
you want to be the default 
every time you start, click on 
it in the ‘Show these tabs’ list, 
then click on the Move Up 
button until it is at the top of 
the list Choose OK to close 
the dialog box. 


The Go To dialog box 
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Work groups in Project 95 


Project 95 and Project 4 have 
powerful work group features 
that allow you to inform mem¬ 
bers of your group about pro¬ 
gress on a project or to collect 
information about progress from 
team, members. This tutorial 
shows you how you can cus¬ 
tomise the messages sent to 
team members if required. 

Up: Your team members do not need to have 
Project on their machines to be able to receive 
and respond to messages you send. They 
simply need to have the Microsoft Project 4.1 
Workgroup Message Handler installed on their 
machines. 

You will use the Software 
Development template in the 
Library folder of the folder in 
which Project is installed. 

GETTING STARTED 

1 From the File menu choose 
Open. 

2 Switch to the Library folder in 
the folder in which Project is 
installed. 

3 Select the file Softdev.mpt and 
then choose Open. 

Tip: If you have Windows 95 set up not to 
display file extensions, you’ll only see the 
name softdev. 

4 From the File menu choose 
Save As, switch to a different 
folder such as My Documents, 
and then save the file with the 
name Test 

CREATING AND 
ASSIGNING A RESOURCE 

You are going to create the 
resource that will carry out the 
work. 

1 From the View menu choose 
Resource Sheet 

2 In the Resource Name field type 
Tanya Lo and in the Resource 
Initials field type TL 

3 From the View menu choose 
Gantt Chart. 


4 Highlight tasks 2 to 9. 

5 Click on the Resource Assign¬ 
ment button, select Tanya and 
then click on the Assign button. 

Tanya is assigned to each of 
the selected tasks and her full 
name is displayed beside each 
of those tasks. When you assign 
two or three people to a task, 
the names can make the Gantt 
Chart look cluttered, so you’ll 
display the initials instead. 

TAILORING THE 
GANTT CHART 

In the Format menu there are 
two options relating to Gantt 
bars. The Bars option allows 
you to change the display of one 
or more selected bars. The Bar 
Styles option allows you to 
change the format of all bars in 
your Gantt Chart 

1 From the Format menu choose 
Bar Styles. 

2 Select the Task option in the 
Name column and then choose 
the Text tab. 

3 In the Right field choose 
Resource Initials. 

The dialog box will look like 
Figure 1. 

4 Choose OK 

Now Tanya’s initials are 



Well, you can tailor this screen 
so that it contains the fields you 
require. You will do this next 
3 Choose Cancel. 


displayed instead of her name. 


SENDING A REQUEST 

You are now going to send a 
message to Tanya that will 


TAILORING THE 
TEAMSTATUS SCREEN 

From the Tools menu choose 
Customize. 


allow her to inform you of her 
progress on the tasks. 

1 From the Tools menu choose 
Workgroup. 

2 From the fly-out menu choose 
TeamStatus. 

The TeamStatus dialog box 
is displayed (Figure 2). 

This dialog box allows you 
to send a message that will 
collect the hours worked on a 
task. But what if you want to 
collect the percent complete? 


2 From the fly-out menu choose 
Workgroup. 

The Customize Workgroup 
dialog box is displayed. 

3 In the Fields list choose Work. 

4 Click on the Add button. 

The Add Field dialog box is 
displayed. 

5 Select the % Complete field and 
then choose OK 

The % Complete field is 
added to the list above the 
Work field. 
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6 Choose OK 


CONCLUSION 

Now if you choose the 
TeamStatus option again you 
will see that the extra field has 
been added to the form. 

Simple tips 
for Office 95 

Are you new to Office 95? If you 
are, you may find these simple, 
time-saving tips for Word 95 and 
Excel 95 useful. 

WORD 95-USING 
AUTOCORRECT TO 
CORRECT MISSPELT 
WORDS 

One of Word’s best time-saving 
features is AutoCoirect You can 
use it to teach Word the words 
you commonly misspell. For 
example, if you often type 
“informaiton’, you can tell Word 
always to replace it with the 
correct spelling. 

You can add entries to the 
AutoCorrect listing using the 
Tools AutoCorrect option or 
while you are doing a spell 
check. Here’s a quick way to add 
an AutoCorrect entry when you 
know Word is likely to guess the 
right word to substitute. 

1 Type informaiton or some 
other word you often misspell. 

If you use Word’s automatic 
spell check facility! the word 
should now have a squiggly red 
line underneath it 

2 Double-click on the word to 
select it. 

3 Right-click on the word. 

If Word can predict a 
correct spelling you’ll see its list 
of suggestions. In this case, 
though, we don’t want to choose 
from the list but want to use the 
Spelling option instead. 

4 Choose Spelling. 

You’ll see the dialog box 
shown in Figure 1. 

5 If necessary, select the correct 



FIGURE I 

word as replacement Then 
click on AutoCorrect to correct 
the faulty word and add the 
misspelling and its replacement 
to the AutoCorrect list. 

6 Choose No when you’re asked 
if you want to continue the spell 
check. 

(The double-click in Step 2 
is not essential, but by selecting 
the misspelt word you save 
Word trying to spell check the 
whole document If you do 
want to spell check the whole 
document, omit Step 2.) 

USING AUTOCORRECT 
FOR SHORTCUTS 

You can also create timesaving 
shortcuts using AutoCorrect 
For example, if you type a lot of 
acronyms such as TCP/IP, MSN, 
UNESCO, QANTAS, or APAC, 
you can store their lower-case 
versions as AutoCorrect entries 
to be replaced with the upper¬ 
case versions. It will save you 
holding down the Caps Lock key 
when you want to type them. 

’fry this: 

1 "type TCP/IP 

2 Select the text you’ve just 
typed, and from the Tbols menu 
choose AutoCorrect 

3 In Replace, type tcpip 

The dialog box should look 
like this: 



FIGURE 2 
4 Choose OK 


T>pe tcpip then press the 
SPACEBAR. 

Your shortcut entry is 
changed to TCP/IP. 


EXCEL 95 - NAMING A 
CELL 

You can make an Excel 
worksheet more readable by 
naming cells that you intend to 
reference. Then, when you use 
the name in any formula which 
references the cell, it will be 
more obvious what the function 
of the cell being referenced is. 

By naming a cell, if you 
replicate a formula which 
contains the name, it will 
automatically be an absolute 
reference. You don’t have to 
worry about putting $ signs 
before each column and row 


Try the following to name a 
cell containing a % markup with 
the name Markup. 

1 On a new worksheet type 0.35 
in cell Al. 

CONTINUED ON PAGE 8 


Windows 95- 
MS-DOS extensions 

If you work on different plat¬ 
forms such as the Macintosh 
and the PC, you may need to 
rename graphics files and 
other files from time to time. 

A problem occurs in the 
Explorer if you try to rename 
a file that has an ms-dos exten¬ 
sion but you cannot see the 
extension. For example, if a 
file is called mypic.tif and you 
can see only the mypic part of 
the name, you might rename it 
MYPIC.PCT.TIF. 

To display the extensions, 
from the View menu choose 
Options. Deselect the ‘Hide 
ms-dos file extensions’ option, 
then choose OK You will now 
be able to see the extensions 
for all files in the right pane of 
the Explorer. 
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2 With the cell cursor still in Al, 
click in the Name box. 

Notice that as you click, cell 



FIGURE 3 


3 To name the cell, type Markup 
then press enter. 

You can click on the arrow 
next to the Name box and see 
Markup listed. If you move the 
cell cursor back into cell Al, 
you’ll see the name Markup 
displayed instead of Al. 

Named cells can also be a 
good navigation shortcut. 

4 Move the cell cursor to a 
different cell location, then 
press F5 (or, from the Edit 
menu, choose Go To). 

5 To go to the named cell, in the 
Go To dialog box choose 
Markup, then choose OK (or 
double-click on Markup). 

Now we’ll use the name in a 
formula and replicate the for¬ 
mula You’ll see that the named 
cell is an absolute reference. 

6 Type the following numbers into 
column C, starting from cell Cl: 
2 

2.5 

10 

5 

7 In cell Dl, type the formula 
=C1+(Cl*markup) 

In this formula, the name 
‘markup’ replaces what other¬ 
wise would be a reference to 
cell Al. (It is as if you had typed 
=C1+(C1*A1) into cell Cl.) 

The formula takes the value 
in cell Cl, works out what 35% 
of that value is (Cl*markup) 
and then adds them together to 
produce a new figure that’s been 
marked up by 35% 

8 Replicate the formula in cell Dl 
into cells D2 to D4 by clicking 
on the Fill Down handle and 
dragging down. 

You can see the Fill Down 
handle at the bottom right-hand 
comer of the cell. 



FIGURE 4 


When you move the mouse 
pointer over it, it changes to a +. 
When you see the +, drag until 
the selection extends to D4. 

When you release the 
mouse, you should see these 
values: 

3.38 

13.50 

6.75 

9 Click in cell D2. Notice that the 
formula is =C2+(C2*markup). 

In other words, the refer¬ 
ences to cell Cl were replicated 
relatively (Cl became C2) but 
the reference to markup re¬ 
mained absolute. The formula is 
still referencing cell Al not A2. 
To have achieved this result 
without using a named cell 
reference, the original formula 
would have had to be 
=C1+(C1*$A$1). 

REPLACING EXISTING 
CELL REFERENCES 
WITH A NAME 

If you have an existing work¬ 
sheet that has references to a 
cell that you’d like to name, 
once you’ve named the cell you 
can get Excel to automatically 
replace all references to the cell 
by the name. 

TYy the following: 

1 On the same worksheet, in cell 
A7type 0.25 

2 In cell C7 type 20 

3 In cell D7, type =C7 - (C7 *A7) 

4 Click on A7 and name the cell 
Discount (click in the name box, 
type Discount then press 
enter). 

5 To replace the reference to A7 
by the name Discount, from the 
Insert menu choose Name, then 
choose Apply. 

6 Select Discount 

7 Choose OK 

8 Click in cell D7. 

The reference to A7 has 
been replaced by ‘Discount’. 
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